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1. Petitioner reviews 
concept plans with Land 
Use Planner, Housing 
Development Coordinator 
and Chief Zoning Code 
Official (CZCO). 

2. Petitioner revises 
concept plans based on 
advice from Planning 
Department and CZCO. 

3. As necessary, 
petitioner meets with 
Development Review Team 
to discuss concept plans.   

4.   Petitioner is strongly 
encouraged, but not required, 
to meet with abutting 
neighbors/neighborhood 
associations and the Housing 
Partnership to review the 
preliminary concept plans. 

5. Petitioner should develop 
final site, engineering, and/or 
architectural plans based on 
staff, Housing Partnership, & 
neighborhood input. 

6. Petitioner is 
encouraged to file final 
plans with CZCO for zoning 
review, and with 
Conservation Commission, 
as necessary, prior to filing
application.  

7. Petitioner must receive 
preliminary approval (Project 
Eligibility or Site Approval 
letter) under a state or 
federal subsidy program.  
City has 30 days within 
which to provide written 
comments on eligibility 
request. 

8. Petitioner files copy of 
application with Planning 
Department for review. 

9. Petitioner files 15 
copies of application and 
supporting documents with 
Zoning Board Clerk in 
Inspectional Services. 

10. Petitioner presents 
his/her application at public 
hearing before the Zoning 
Board of Appeals. 

11. Others who wish to 
testify on the petition will 
have an opportunity to do 
so at public hearing before 
the Zoning Board of 
Appeals. 

12. After public hearing is 
closed, Zoning Board of Appeals 
either approves or denies 
petition.  Final Zoning Board 
decision filed with City Clerk 
within 40 days of close of 
hearing. 

13. After appeal period, if no 
appeals filed, petitioner 
records decision with Registry 
of Deeds. 

14. Petitioner files for 
building permit & submits 
all required plans and 
documents to appropriate 
Dept’s for review. 

15. Inspectional Services 
issues building permit after 
petitioner complies with 
necessary conditions of the 
Zoning Board decision.  

16. Inspectional Services 
issues certificate of 
occupancy after 
construction is complete 
and petitioner complies 
with all necessary 
conditions of the Zoning 
Board decision. 

NOTE:  Petitioners should refer to the Rules of the Zoning Board of Appeals and the 
MA Dept.of Housing and Community Development website (www.mass.gov/dhcd) for 
specific details regarding the Comprehensive Permit process and filing requirements. 


